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Conservator Account Filing About Conservator Account Filing

About Conservator Account Filing

A conservator is appointed to make financial decisions for the protected person ("Conservatee"). The
conservator typically has the power to enter into contracts, pay bills, invest assets, and perform other financial
functions for the protected person. A Conservatorship is tailored to transfer financial decision-making power
to the conservator only in the areas of life where protection and supervision by a conservator has been proven
necessary.

The Conservator Account Filing system records financial information for adult conservatees only. For
information about protecting the interests of minor children involved in the courts, please refer to the Guardian
ad Litem Program on the state court website.

About this Document

This document is available on the state court website under Programs and Services > Conservator Account
Filing. It provides instructions to users on how to enter information in the Conservator Account Filing system.
This document is not intended to instruct users on what information to enter. Due to the complexities of many
of the proceedings to establish or maintain a Conservatorship, it is recommended that a person talk with an
attorney with experience in Conservatorship law.

Other Resources

There are several resources available on the mcourts.gov website to assist with getting set up and using the
Conservator Account Filing system, some of which are *required in order to obtain access to the system. Some
of these resources are:

e Self Help Center: Guardianship and Conservatorship

e Guardianship/Conservatorship Forms

e Introduction for Newly Appointed Guardians and Conservators (*required tutorial)

For Assistance

Contact your local Probate Court with questions regarding the Conservator Account Filing system. It is also
recommended that the Court Administrator’s Office of the Probate Division of the District Court in which the
petition will be filed be contacted to determine which forms to use and what the correct filing fee will be.
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Conservator Account Filing Getting Started

Getting Started

A user name and password is needed to log into the Conservator Account Filing application. There are two
requirements in order to obtain a user name and password: (1) view the Conservatorship tutorials, and (2)
submit a signed, notarized E-Filing Acknowledgment Form.

Once a user views the Conservatorship tutorials and the court receives the signed, notarized E-Filing
Acknowledgment Form, a user name and password will be mailed within 5 days. The user name and password
will not be issued until the acknowledgment is filed.

Logging In

1. Open the Web page by using the link on the state court’s website:
http://conservatorship.courts.state.mn.us/RamseyProbate/Application/Login/

2. The following web page will display. Type your username and password in the appropriate fields and
click Login.

'E MINNESOTA

—% JUDICIAL BRANCH

MM Courts Home »

Conservator Login

Enter vour login information into the form below to access this application. Access to this web based application
is restricted to those who have been given a user name and password by the Probate Court.

User Name: | |

Password: | |

Released June 23, 2010 (ITD_SP_0796) Page 4 of 40


mms://stream2.video.state.mn.us/courts/TenthJudicialDistrictGuardianConservatorTraining.wmv
http://www.mncourts.gov/Documents/2/Public/Probate/Guardianship/Acknowledgement_e-file.pdf
http://www.mncourts.gov/Documents/2/Public/Probate/Guardianship/Acknowledgement_e-file.pdf
http://conservatorship.courts.state.mn.us/RamseyProbate/Application/Login/

Conservator Account Filing

Getting Started

Updating Conservator’s Profile

After logging in, the Conservator Homepage appears.
information, if necessary.

=1 MINNESOTA
HI¥ JUDICIAL BRANCH

e CONSERVATOR HOME
Logged in as

m Protected Persons

Click Edit My Profile to update address and telephone

@ My Profile

Manage your contact information here, Your profile is used to
auto-complete forms, so make sure to keep it up to date.

‘ = Edit My Prafile

Below is a list of all protected persons vou have been granted access to, Click
on the name of the protected person you wish to manage to access
functionality to file Inventory, Annual, and Well Being Reports.

Listed by Last Name, FirstName [Case Number]
- Doe, lane [62-PR-D6-DEMO

- Doe, John [62-PR-06-SAMPLE]

- Srnith, John [62-PR-07-xx

1 MINNESOTA
L JUDICIAL BRANCH

Home »

MY PROFILE

-+ Sign Out

Properties

When you are done using this application, you can logout by

% Exit Application

clicking on the link below.

= Logout of application

Change any necessary contact information and click Update. If there are no changes, click Home to return to
the Conservator Home page.

You can update your profile by making changes in the form below, and clicking the Update button. Make sure
to keep your profile up to date so that forms yvou submit have the correct contact infarmation.

First Name:
Last Name:
Email Address:
Company Mame:
Phone 1:
Phone 2:
Address:
Address 2:
City:

State:

Zip:

Action:

* Indicates Required Field

|J0hn

|Trainer I

651-656-6555

|65[J Courthouse

|St. Paul

[MN

55102

[ Update ” Home ]
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Conservator Account Filing Reports

Reports

Working with Reports

From the Conservator Home page, under Protected Persons, choose a conservatorship from the list for which
you want to work on a report.

= MINNESOTA
Il JUDICIAL BRANCH

Home >
=+ My Profile
o CONSERVATOR HOME
Sign Out
Logged in as
a Protected Persons @ My Profile
Below is a list of all protected persons you have been granted access to, Click Manage your contact information here, Your profile is used to
on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.

functionality to file Inventory, Annual, and Well Being Reports. 3 Edit My Profile

Listed by Last Name, FirstName [Case Number]

= Doe, Jane [62-PR-0O6-DEMO . . .
% Exit Application

‘ = Doe, John [62-PR-06-SAMPLE

i | | -
- Smith, John [62-PR-07-xx When you are done using this application, you can logout by
clicking on the link below.

= Logout of application

Once the Protected Person’s contact information appears, the user may update the protected person’s contact
information, start a new report, or work on an existing report.

1 MINNESOTA

i JUDICIAL BRANCH

* Home

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

“* My Profile

- Sign Out

First Name: |J0hn Address: |123 Any Street

Last Name: |Smith I Address 2: |

Phone Number: |651-555-5555

State: [MN

Zip: 55102

Case Number: |

|
|
City: |Any Town |
|
|

START A NEW REPORT

Select a Report hd

REPORTS LIST

Type: Annual Account Select an Action

Status: Open

Description:

Submitted By: John Trainer IT Submitted Date: NJA
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Conservator Account Filing Reports

To start a new report, from the Start a New Report drop-down, select from the following reports:
click a link below for detailed instructions

e Inventory Report

e Annual Account

e Well Being Report

e Annual Notice of Rights

e Upload a File

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

First Name: |J|:|hn Address: |123 Any Strest

|
Last Name: |Smith Il | Address 2: |
Phone Number: |651-555-5555 |
Case Number: | | State: |f'.-'IN

|
|
City: |.ﬂm‘_\,r Town |
|
|

Zip: |55102

START A NEW REPORT

Select a Report el
‘ D

Annual Account
Well-Being Repart
Annual Motice of Rights
Upload a File

Status: Submitted

Download

Description: 2nd

Submitted By: John Trainer II Submitted Date: 5/12/2010
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Conservator Account Filing Reports

To continue working on an existing report or delete a saved report that has not been submitted, under Reports
List, select an action from the drop-down.

click a link below for detailed instructions

e Edit an existing report

e Delete a report

== MINNESOTA

1% JUDICIAL BRANCH

e Home » 62-PR-10-UserManual, [Smith II, John]

< My Profile

— PROTECTED PERSON
ign Ou

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

First Name: |J0hn Address: |123 Any Street

|
Last Name: |Smith I | Address 2: |
Phone Number: |651-555-6555 |
Case Number: | | State: |f'u’|l\l

|
|
City: |Any Taown |
|
|

Zip: 55102

START A NEW REPORT

Select a Report vl

REPORTS LIST

Type: Annual Account Select an Action |%

Select an Action

Status: Open Edit
Description: Delete

Submitted By: John Trainer IT Submitted Date: N/A
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Conservator Account Filing Reports

Entering an Inventory Report

The Inventory report is generally completed and filed only once at the beginning of the conservatorship. It
includes all the assets of the protected person and is the basis for starting the first annual report. If you make
a mistake or discover additional assets, that information must be submitted by completing an Annual Account
form.

From the Conservator Home page, under the Protected Persons heading, select the case file for which you wish
to create the Inventory Report.

=7 MINNESOTA
T

228 JUDICIAL BRANCH

Home »
=+ My Profile
o CONSERVATOR HOME
Sign Out
Logged in as
a Protected Persons @ My Profile
Below is a list of all protected persons you have been granted access to, Click Manage your contact information here, Your profile is used to

on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.

functionality to file Inventory, Annual, and Well Being Reports. 3 Edit My Profile

Listed by Last Name, FirstName [Case Number]

= Doe, Jane [62-PR-0O6-DEMO . . .
Exit Application

= Doe, John [62-PR-06-SAMPLE

o Smith, John [62-PR-07-xx]

When you are done using this application, you can logout by
clicking on the link below.

= Logout of application

The reports page for the selected protected person appears. Under the Start a New Report heading, click the
drop-down, select Inventory, and click Go.

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

First Name: |J0hn Address: |123 Any Street

Last Name: |Smith Il Address 2: |

Phone Number: |651-555-5555

State: |MN

Zip: (55102

Case Number: |

|
|
City: |Any Town |
|
|

START A NEW REPORT

Select a Report v
Select a Report

e
Annual Account

Well-Being Report

Annual Motice of Rights
Upload a File
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Conservator Account Filing Reports

1. Complete the Step 1 - Real Estate section:
1. Enter the description of each parcel of real estate, along with the county and value information.
2. If the real estate is the protected person’s Homestead, check the Homestead box.
3. When the information is complete, click Add.

4. Repeat the steps above to enter additional parcels of real estate.

Home ¥ 62-PR-06-5AMPLE [Doe, John] » Reports

2 INVENTORY FORM

You are on step 1 of the inventory submission process, Use this screen to enter in all the items for the inventory form, When you are done, click the
Continue button at the top of the form, to process to the next step, Previewing the inventory form,

Please note, all your data entry is saved to our database until you Submit the form on Step 4, so you may leave this form and come back at a later date to
finishfsubmit.

Step 1 - Real Estate ] Step 2 - Personal Property l Step 3 - Preview ] Step 4 - Submit

1. county | |

File Mo, ‘ |

Class | - Real Estate
Specify plat or survey description. Specify encumbrances, liens, ete., and respective sums for each.

Homestead Description County MNet Yalue Action

= Ji I || (2 )

Mo properties on record.

Total Real Estate Net Value:

When you haved entered all the Real Estate items for this file, then click the Continue Button.

If you have no inventory to add, then you must enter an item with the value of None for the Description and County, and 0 for the Met value,

Note:

A separate entry should be made for each parcel of real estate.

If there is no real estate, enter "NONE" in the description and enter “0” for the value.

5. Click Continue.
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Conservator Account Filing Reports

1I. Complete the Step 2 - Personal Property section:

Note:
A separate entry should be made for each item, or group of items, of personal property.

If there is no personal property in a particular category, enter "NONE” in the description and enter “0”
for the value.

A. Furniture & Household Goods

Home » 62-PR-10-UserManual [Smith II, John] » Reports

2 INVENTORY FORM

You are on step 2 of the inventory submission process. Use this screen to enter in all the items for the inventory form. When you
are done, click the Continue button at the bottom of the form, to process to the next step, Previewing the inventory form.

Please note, all your data entry is saved to our database until you Submit the form on Step 4, 50 yvou may leave this form and come
back at a later date to finish/submit.

Step 1 - Real Estate ] Step 2 - Personal Property ] Step 3 - Preview l Step 4 - Submit

Class Il - Personal Property

To quickly access the different areas of the personal property inventory, use the links below.

= A - Furniture & Household Goods = D - Back Accounts, Receivables
- B - Wearing Apparel = E - All other Personal Property

- C -Corporation Stocks

A - Furniture & Household Goods

Specify encumbrances, liens, etc., and respective amounts thereof.

Description Net Value Action

|| || (A ]

Mo items on record.
Total Net Value:

@\ Go to Top
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Conservator Account Filing Reports

B. Wearing Apparel
C. Corporation Stocks

D. Bank Accounts, Certificates of Deposit, Receivables

B- Wearing Apparel

Specify encumbrances, liens, eto., and respective amounts thereof.

| Description | Net Value | Action |
[ | =n)

MNo items on record.

Total et Valuea:

M Goto Top

C - Corporation Stocks

Identify all stock heldings. Specify encumbrances, liens, etc, and respective amounts
thereof.

Description | Net Value Action

[ Add |

Neo iterms on record.

Total Met Value:

A Goto Top

D - Bank Accounts, Certificates of Deposit, Receivables

Specify the institution and entera description for each account.

Description | Net Value Action

| Add |

MNo items on record.

Total et Valuea:

M Goto Top
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Conservator Account Filing

Reports

E. All other Personal Property

E - All other Personal Property

Identify accurately,

Description

Mo items on record.
Total Met Value:

A Goto Top

Summary

Total Real Estate Net Value: $100,000.00

Total Personal Property Net Walue: $0.00
(This total will be listed on line 1{a) of the First Annual Account)

Total Inventory Net Value: $100,000.00

Click the Continue button when you are done on this page.

fou must enter an item for each section, if you have no inventory to add for a section, then you must enter an item with the value of None for the

Description and 0 for the Net value,

Net Yalue

Action

Add

The value of all personal property is automatically totaled and displayed near the bottom of the

form.

Deleting Items

After clicking Add for each item, the total net value is updated in each category and a delete link appears next
to each entry. If a mistake is made, click Delete. The item description will be removed and the amount will be
subtracted from the total net value.

F. When finished with all entries, click Continue to preview the report.
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Conservator Account Filing Reports

III. Complete the Step 3 - Preview section:

A. From this page, preview the report in a PDF format using Adobe Acrobat Reader. If you do not
have Acrobat Reader, a link is provided to download it for free.

Note:

Attorney information will not be available on the PDF preview. Enter attorney information in the Step 4
- Submit section.

Home » 62-PR-06-SAMPLE [Doe, John] » Reports
2 INVENTORY FORM

Below is a preview of the report as it will look when submitted. After you have reviewed the repart, you can click the Continue button to move to the final
step, report submission page.

Step 1 - Real Estate I Step 2 - Personal Property [ Step 3 - Preview I Step 4 - Submit

Mote, you must have free adobe acrobat reader for the preview to work correctly. Click here to download it.

Click here to view this report in a new window .

Click this link to download
Acrobat Reader.

If the report look then click the Continue button below,

Click this link to
preview the report.

B. After previewing the report, click Continue.

1v. To submit the report to the Court, complete Step 4 - Submit. Refer to the Submitting the Report
section in this manual for instructions.
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Conservator Account Filing Reports

Entering an Annual Account

The Annual Account Report is an annual report that is to be submitted only once every year.

From the Conservator Home page, under the Protected Persons heading, select the case file for which you wish
to create the Annual Report.

EQ MINNESOTA
4 JUDICIAL BRANCH

Home »
=+ My Profile
. CONSERVATOR HOME
-+ Sign Out
Logged in as
m Protected Persons @ My Profile
Below is a list of all protected persons you have been granted access to. Click Manage your contact information here, Your profile is used to
on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.
functionality to file Inventory, Annual, and \Well Being Reports,
-» Edit My Profile
Listed by Last Mame, FirstName [Case Number]
= Doe, Jane [62-PR-06-DEMO . . .
Exit Application
- Doe, John [62-PR-05-S5AMPLE
e
- Smith. John [62-PR-07-1x] When you are done using this application, you can logout by
clicking on the link below.
= Logout of application

The reports page for the selected protected person appears. Under the Start a New Report heading, click the
drop-down, select Annual Report, and click Go.

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

First Name: |Jnhn Address: |123 Any Street

Phone Number: |651-555-5555

|

Last Name: |Smith Il | Address 2: |
|
|

Case Number: | State: |f'u'1N

|
|
City: |Any Town |
|
|

Zip: [55102

START A NEW REPORT

Annual Report F
Select a REEDrt
‘ D

Well-Being Feport
Annual Motice of Rights
Upload a File

Select an Action |+
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Conservator Account Filing

Reports

1. Complete the Step 1 - Personal section:
1. Report Information - Report Number. and Period End Date

2. Personal Property Disposed of during the reporting period.

3. Protected Person Address - correct any address information as needed.

Note:

Each item must have an entry. If there was no personal property disposed, or if there
is no bond, enter "NONE” in these boxes.

Home » 62-PR-10-UserManual, [Smith II, John] > Reports

2 ANNUAL ACCOUNT

You are on step 1 of the annual account submission process. Use this screen to enter in all the
items for the account form. When you are done, click the Continue button at the bottom of the
form, to proceed to the next step, Previewing the form.

Step 1 - Personal ] Step 2 - Financial ] Step 3 - Preview [ Step 4 - Submit

Instructions: Enter information in sections 1-7 and click the Continue button.

1. REPORT INFORMATION:

Report Ma. (Example: 1st, 2nd, 3rd, etc)
Period End Date |2/22/2007 (mm/ddfvyyy)

2. PERSONAL PROPERTY DISPOSED OF THIS YEAR:

The following items of clothing, furniture, vehicles or other personal effects of the protected

person
were sold or otherwise disposed of during this accounting period. (If NOME, write "Mone™)

none

3. PROTECTED PERSON ADDRESS:

The conservator represents that the present address of the protected person is:

Address: |123 Any Strest |

Address 2: | |
City: |»’-‘mw_.,r Town |
State: MK (2 letter format)

Zip: 55102 |

and the present phone number is: |551-555-5555 | .

Released June 23, 2010 (ITD_SP_0796)
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Conservator Account Filing Reports

4. BONDS:

The conservator represents that there is/are on file and in force the following bond(s)
(list the name and address of each bonding company and the amount of each bond): (If NONE, write
"None")

none
5. The conservator represents that the estate of the protected person has been properly
administered and files this account.

6. The conservator O does & does not request a hearing to examine, settle, and allow this
Account.

[ This is a Final Account and the conservator requests to be discharged from its duties and that
7 the conservator's surety, if any, be discharged. (CHECK BOX 7 ONLY IF THIS IS A FIMAL
ACCOUNT.)

4. Bonds - list the name and address of each bonding company and the amount of each bond. If
there is no bond, type “none”.

5. The box to declare the conservator represents that the estate of the protected person has been
properly administered to file this account is automatically checked and cannot be changed.

6. Check the appropriate box to request a hearing regarding this account.

7. Check the Final Account box only if this is a Final Account. Leave the box unchecked if this is
not a Final Account

8. Click Continue.
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Conservator Account Filing

Reports

1I. Complete the Step 2 - Financial section:

1.

Assets and Income:

A. Personal Property Total from Inventory - the balance from the Inventory will appear

here, if this is the first Annual Account. This balance is automatically entered by the
program and cannot be changed.

Balance Per [blank] Account - the balance of the last submitted account will appear
here. This balance is automatically carried forward as the beginning balance for the
new accounts and cannot be changed.

Income - enter a description of each income account (bank, investment, or other
account) and click Add to create the income account. You may add multiple bank or
investment accounts, as needed. Click Edit Transactions to add transactions to the
account. Refer to the Editing Transactions section for instructions on entering and
editing transactions.

Total Assets & Income - This total is automatically updated as you enter transactions.
The total can also be updated by clicking on the recalculate button at the bottom of the

screen.

Home » 62-PR-10-UserManual, [Smith II, John] » Reports

2 ANNUAL ACCOUNT

You are on step 2 of the annual account submission process. Use this screen to enter in all the items for the
account form. When you are done, click the Continue button at the bottom of the form, to proceed to the next
step, adding the financial data.

Step 1 - Personal l Step 2 - Financial l Step 3 - Preview l Step 4 - Submit

Instructions: Enter information in sections 1 to 5 and then click the Continue button to preview your
work.

Only when there is data for every section can you preview and submit this report.

1. ASSETS AND INCOME:

A. Personal Property Total from Inventory (if this is the first Annual
Account):
OR.

B. Balance Per Annual Account (Line 3 of prior annual -
account):

C. Income
Instructions: First add a description for the income account. When the page reloads, vou will need to

add transactions for this income by clicking on the Edit Transactions link next to the income account.
The amount (total) will be computed from the transactions you create/import.

Description (Do not list account numbers) Amount Action
Add
US Bank [Edit Transactions 30.00 Delete

D. Total Assets & Income (A or B plus C): $0.00
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2. Expenses:

A. Expenditures - enter a description of each expense account (bank, investment, or
other account) and click Add.

NOTE: In most cases, the expense accounts will bear the same name as the income
accounts.

Click Edit Transactions to add transactions to the account. Refer to the Editing
Transactions section for instructions on entering and editing transactions.

B. Total Expenses This total is automatically updated as you enter transactions. The
total can also be updated by clicking on the recalculate button at the bottom of the

screen.

3. Balance of Protected Person Assets - This total is automatically updated as you enter
transactions. The total can also be updated by clicking on the recalculate button at the bottom
of the screen.

4. Personal Property — enter information on all of the protected person’s personal property in your
possession. If there is no property in a category, enter "NONE” and a value of “0".

A. The “Total Assets on Hand” must equal the “Balance of the Protected Person Assets”.

5. Real Estate - enter information on all of the protected person’s real estate in your possession.
If there is no real estate in a category, enter *"NONE” and a value of “0".

2. EXPENSES:

A. Expenditures {describe and list amount)

Instructions: First add a description for the expense account. When the page reloads, yvou will need
to add transactions for this expense account by clicking on the Edit Transactions link next to the
expense account. The amount (total) will be computed from the transactions you create/import.

Description (Do not list account numbers) Amount Action
Us Bank [Edit Transactions 30.00 Delete

B. Total Expenses: 50.00

3. BALANCE OF PROTECTED PERSON ASSETS:

(Subtract "Total Expenses” from "Total Assets & Income™ )

4. PERSONAL PROPERTY:

List bank accounts, and all other property.

Account Information Amount Action
Us Bank 30.00 Delete

A. Total Assets on Hand: $0.00

= Figure must agree with Balance of Protected Person Assets Shown in step 3.

5. REAL ESTATE:

(describe real estate and list inventary value ar purchase price)

Legal Description Value Action
US Bank 30.00 Delete

Continue H Recalculate

Released June 23, 2010 (ITD_SP_0796) Page 19 of 40



Conservator Account Filing Reports

6. Click Continue.

7. To submit the report to the Court, complete Step 4 — Submit. Refer to the Submitting the Report
section in this manual for instructions.

Important:

An annual account report is submitted only once every year. Once the report is submitted, it cannot be
edited or deleted.

If a mistake is made, the corrected information must be submitted by completing an Amended Annual
Account. The Amended Annual Account will begin with the balance from the most recently submitted
Annual Account. Show only adjustments on the Amended Annual Account.
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Editing Transactions

After entering a description for an expense account and clicking Add, click Edit Transactions to add
transactions for the expense account. Enter individual transactions either manually, or import them from a csv
file.

To manage transactions manually:

1. Select the Manage transaction manually radio button and click Next.

"3") Check Register Wizard Account® 248 Case # 62-PR-10-UserManual

Select a Import Method

Welcome to the check register wizard, this application allows vou to add supplementary details to checking accounts used by the
conservatee. If you are using a financial management software package that supports CSV data export, you can use our import
feature, which means you dont have to manually enter in the checks. Otherwise, choose the manual entry option to proceed.

Flease choose one ofthe following options and click the Mext button.

@® a Manage transactions manually

O % Import transactions from C3V file
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2.

4,

6.

7.

8.

Under Type, click the drop-down and select the transaction type.

Under Num, enter the transaction number. If not numbered, enter “0”.

Under Category, select the appropriate income category from the drop-down.

Enter the date of the transaction.

Under name, enter a description of the transaction.

Under Memo, enter any pertinent additional information regarding this transaction.

Under Amount, enter the amount of the transaction.

When finished, click Add.

After adding a transaction, Edit and Delete links appear for making changes or removing transactions.

Repeat the steps above for each transaction.

g‘y Check Register Wizard

Account# 250

Case # 62-PR-10-UserManual

Income Transactions

Addtransactions in the form below. When you are done, click the Finish button

Type

Category

Date
(MEddiyyyy)

Name

Memo

Amount

Action

Deposit V|

| Select a category

d | |

[ Add |

Total Transactions: 0

Cone

f Trusked sites

B 100% v

10. To save, click Finish.
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To import transactions from a csv file:

1. Select the Import transactions from CSV file radio button and click Next.

g’y Check Register Wizard Account#248  Case # 62 PR10-UserManual

Select a Import Method

Welcome to the check register wizard, this application allows you to add supplementary details to checking accounts used by the
conservatee. If you are using a financial management software package that supports CSV data export, you can use our impaort
feature, which means you don't have to manually enter in the checks. Otherwise, choose the manual entry opticn to proceed.

Flease choose one of the following options and click the Mext button.

O a IManage transactiocns manually

(O] % Import transactions from CSV file

2. Click Browse and locate the csv file previously created that you wish to import.

3. After selecting the file, click Next.

3{") Check Register Wizard ACCOUMt# 52341234 Case # 61.P9.03-5356

Import Transactions - Step 1: Upload CSV File

Use this form to upload your check register that has been exported to a3 C5V file.
Mote: the file must be in @ Comma Seperated Value (CSV) format, NOT EXCEL.

Browse to the file you want to upload, and click the Mext button.

|[ Browse...
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4. From the Preview screen, make any necessary corrections. If the data looks correct, click Finish.

5. To save all imported transactions, click Close.

Note:

To edit transactions either entered manually or imported, from the report page, click
Edit Transactions. From the Check Registry Wizard dialog, select Manage
transactions manually and click Next. You may then edit or delete any individual
income transaction that was previously entered or imported. Click Update to save
changes. Click Finish to save all transactions.

If a csv file does not import properly, refer to the FAQ section in this manual.

II1. Complete Step 3 - Preview:

1. From this page, preview the report in a PDF format using Adobe Acrobat Reader. If you do not

have Acrobat Reader, a link is provided to down load it for free.

Home » , [John Smith II] » Reports

§2 ANNUAL ACCOUNT FORM

click the Continue button to proceed to the report submission page.

Below is a preview of the report as it will look when submitted. After yvou have reviewed the report, yvou can

Step 1 - Personal I Step 2 - Financial I Step 3 - Preview I Step 4 - Submit ]

Click here to view the Summary report in a new window.

window.

Click here to vi
window.

Click the hyperlinks to
preview the report.

If the report looks satisfactory, then click the Continue button below.

it.

Acrobat Reader.

Click here to view the Summary plus Detail By Transaction report in a new

etail by Category reportin a new

Please note, some of the fields on the preview will be blank, these fields are filled in the next step.

Mote, you must have free adobe acrobat reader for the preview to work correctly. Click here to download

Click this link to download

Note:

Submit.

Attorney information will not be available on the PDF preview. Enter attorney information in Step 4 -

2. From the Step 3 - Preview tab, click Continue.

V. To submit the report to the Court, complete Step 4 — Submit. Refer to the Submitting the Report

section in this manual for instructions.
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Entering a Personal Well-Being Report

The Personal Well-Being Report is an annual report that is to be submitted only once every year.

NOTE: An on-line Personal Well-Being report is provided for those conservators that are also appointed as
guardian. If you are not also the guardian of the protected person, you do not need to complete this report.

From the Conservator Home page, under the Protected Persons heading, select the case file for which you wish
to create the Personal Well-Being Report.

== MINNESOTA
L;m‘ JUDICIAL BRANCH

-+ My Profile

= Sign Out

Home »

CONSERVATOR HOME

Logged in as

m Protected Persons

Below is a list of all protected persons you have been granted access to. Click

on the name of the protected person you wish to manage to access
functionality to file Inventory, Annual, and Well Being Reports.

Listed by Last Name, FirstName [Case Number]
= Doe, Jane [62-PR-06-DEMO

‘ - Doe, John [62-PR-06-SAMPLE]

= Smith, John [62-PR-07 -z

m My Profile

Manage your contact information here. Your profile is used to
auto-complete forms, so make sure to keep it up to date.

- Edit My Profile

% Exit Application

When you are done using this application, you can logout by
clicking on the link below.

- Logout of application

The reports page for the selected protected person appears. Under the Start a New Report heading, click the
drop-down, select Well-Being Report, and click Go.

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

First Name: |.J|:|h|'|

Last Name: |Smith Il

|
|
Phone Number: |651-555-5555 |
|

Case Number: |

Save

START A NEW REPORT

Annual Report v

Select a Report

Annual Report
—
Annual Motice of Rights
Upload a File

Address: |123 Any Strest

Address 2: |

State: |MN

|
|
City: |Any Town |
|
|

Zip: |55102

Select an Action »
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I. Complete the Step 1 - Data Entry section:

Home » , [John Smith II] » Reports

{2 PERSONAL WELL-BEING REPORT

As reguired by M.5. § 524.5-316 the Guardian makes this Annual Report. Please fill out the form below,
when you are done, click the Save and Next button. To preview what the form will look like, click the
"Step 2 - Preview'" tab.

Step 1 - Data Entry l Step 2 - Preview ] Step 3 - Submit l

Instructions: Complete all paragraphs. All Fields are required.

1 County: | |

File MNo: | |

Report No: | |

Start Date (mm/dd/yyyy): | |

End Date {mm/dd/yyyy): | |

The current mental, physical and social condition of the Ward is:
2 Fle ction #2 to provide = detziled zccount of the protected perzan's meantzl, physiczl, 2nd zocizl
needed

status if

(a) Mental: | |

(b) Physical: | |

(c) Social: | |

3  The addresses and types of all living arrangements for the Ward in the past year:

Note:

Except for section 8, there must be an entry in each section. If a section does not
apply, type “none” or “does not apply”.

1. Enter the Report Number, Start Date, and End Date.

2. Enter information on the ward’s mental, physical, and social status. If a more detailed account
of the ward’s mental, physical, and social status is needed, you may enter additional
information in section 8.

3. Type the addresses and types of all living arrangements for the ward in the past year.
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4. Enter any medical, educational, vocational and other services provided to the ward in the past
year.

5. Provide your opinion on the adequacy of the care given to the ward in the past year.

6. Provide any recommendation regarding the continuation of the guardianship or scope of the
guardianship.

4 Medical, educational, vocational and other services provided to the Ward in the past year:

5 My apinion of the adequacy of the care given to the Ward in the past year:

6 Recommendation regarding continuation of the guardianship or scope of the guardianship:

7. Enter the number of times you have seen the ward in the past year.

8. Enter any lengthy descriptions of the mental, physical, and social condition of the ward.

7 I have personally seen the ward [0 times in the past vear.

8 You may enter a detailed description of the mental, physical, and social condition of the ward
if more space is needed (optional):

9. To save the draft report and finish at a later time, click Save.

1I. To Preview a completed report, click Save and Preview and complete Step 2 - Preview. The Well-
Being report opens as a PDF file for you to review.

III. If the Well-Being report is ready to submit to the court, click the Step 3 — Submit tab at the top of the
report. Refer to the Submitting a Report section in this manual for instructions.
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Creating an Annual Notice of Rights Form

Every year the protected person must be given a notice of the right to petition the court for restoration to
capacity. The verification and proof of giving this notice to the protected person by mail or in person is included
on the Submit tab of the Annual Account that is filed each year.

From the Conservator Home page, under the Protected Persons heading, select the case file for which you wish
to create the Annual Notice of Rights Form.

== MINNESOTA
Hll{ JUDICIAL BRANCH

Home »
+ My Profile
. CONSERVATOR HOME
¥ Sign Out
Logged in as
m Protected Persons @ My Profile
Below is a list of all protected persons you have been granted access to, Click Manage your contact information here. Your profile is used to
on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.

functionality to file Inventory, Annual, and Well Being Reports.  Edit My Profile

Listed by Last Name, FirstName [Case Number]
= Doe, Jane [62-PR-06-DEMO . . .
Exit Application
- Doe, John [62-PR-D5-5AMPLE]
5 Smith o [62-PR-OF-551

When you are done using this application, you can logout by
clicking on the link below.

- Logout of application

The reports page for the selected protected person appears. Under the Start a New Report heading, click the
drop-down, select Annual Notice of Rights, and click Go.

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

Properties

CONTACT INFORMATION

First Name: ‘Jnhn Address: |123 Any Street

Last Name: ‘Smith I Address 2: |
Case Number: ‘ State: |F-.-‘IN

| |

| |

Phone Number: |651-555-5555 | City: |Any Town |
| |

|

Zip: [55102

START A NEW REPORT

Select a Report e

Select a Report
Annual Report

Well-Being Repart
‘ Annual Notice of Rights ;
Upload a File Select an Action | #
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1. The Annual Notice of Rights document opens with all the protected person’s information filled in the
fields. You do not have to perform any data entry to this notice.

2. Print the Notice and close the PDF window.

State of Minnesota District Court
Probate Division
County of _Rams=y Judicial District: 2nd District
Court File No.

Caze Type: 14, Guardianshop
In Re: G*ua.}ﬂjau;hip or
Conservatorship of Annual Motice of Right to Petition for

_ohn smith 1 Restoration to Capadity
Ward / Protectad Parson

To:_John smith 1 Ward / Protected Person

You kve 3 righr to ask the Court to end the mardianship or conservatorship or to modify
the gnardisnship or conservarorship by filing a petition with the Court explaining why you belteve the
suardiznship or conservatorship should end or be modified.

Won have 2 right to object o the Guardian’s chanze in your place of residence, and vou bhave a
night to ask the Cowr for 2 change of restdence, by filing a pentdon with the Court explainmg why the
change should or should not be mada,

If you wish to have 3 differsnt snardian or conservator then you nmst file 2 petition for removal
of the gnardizn or conservator, explaming wihy you believe the present suardian or conservaror shonld be
removad.

To petton the court you sy call the Conrt Monday through Fridsy betwvesn 3:00 am and 4:30
prn. and ask thar a form be sent to you or pick up the proper form ar the Court and file it there. The
address of the Court 150 Ramsey County Probate Court

a50Courthouss
15 Kelleg Boulevand West
St Paul, MM S5102-1612

and phone munber is . 651-266-8145

Aftar 2 petifion is filed the Court will schedule a bearinzs. ¥ou hava the right fo be presant at thar
bearing and to kave a lawver represent you If you cannor afford a lawver, the Court will appotnt one for
vou You can call the Cowrt to raquest 8 Cowrt appodoted amomey.

This notice must be sarved annually on the ward or protected person within thirty days
after the anniversary of the appointment of the guardian or conservator.

THIS PAGE MUST BE GIVEN TO THEW ARDYPROTECTED PERSOM

3. Either mail or personally deliver the printed Annual Notice of Rights form to the protected person.
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Editing and Updating a Report

Within the Conservator Report Filing system, users may create new reports, as well as edit reports in progress,
or make changes to a report before submitting to the court.

1. From the Conservator Home page, under the Protected Persons heading, select the case file for which
you wish to edit/update a report.

== MINNESOTA
L;m‘ JUDICIAL BRANCH

Home »
-+ My Profile
o CONSERVATOR HOME
Sign Out
Logged in as
m Protected Persons m My Profile
Below is a list of all protected persons you have been granted access to. Click Manage your contact information here. Your profile is used to
on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.

functionality to file Inventory, Annual, and Well Being Reports. - Edit My Profile

Listed by Last Name, FirstName [Case Number]
= Doe, Jane [62-PR-06-DEMO - - -
Exit Application
- Doe, John [62-PR-06-54MPLE]
»mith, John [62-PR-07=] e s this aepleation. oy o looout be

When you are done using this application, you can logout by
clicking on the link below.

- Logout of application

2. The reports page for the selected protected person appears. Under the Reports List heading, saved
reports that have not been submitted to the court have a status of Open. Click the Select an Action
drop-down, select Edit.

REPORTS LIST

Type: Annual Account Select an Action
< Status: Open Select an Action

Description: 2nd Delete

Submitted By: John Trainer II Submitted Date: NJA

Type: File |Se|en:t an Action V|

Status: Pending
Description: Account No. 24B.csv, Attachment to Account: 2nd

Submitted By: John Trainer II Submitted Date: NSA

Type: Annual Account Download
Status: Submitted

Description: 2nd

Submitted By: John Trainer II Submitted Date: 5/12,/2010
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3. The saved report displays, starting at Step 1.

4. To make updates to other parts of the form, click a tab at the top, or click Continue. To make changes
to Income or Expense Transactions already entered refer to the Editing Transactions section of this

manual.

Home » 62-PR-10-UserManual, [Smith II, John] » Reports

{2 ANNUAL ACCOUNT

You are on step 1 of the annual account submission process. Use this screen to enter in all the items for
the account form. When vou are done, click the Continue button at the bottom of the form, to proceed to
the next step, Previewing the form.

Step 1 - Personal X Step 2 - Financial ] Step 3 - Preview ] Step 4 - Submit

Instructions: Enter information in sections 1-7 and click the Continue button.

1. REPORT INFORMATION:

Repart No. (Example: 1st, 2nd, 3rd, etc)
Period End Date | 2/22/2007 (mm/dd/yyyy)

2. PERSONAL PROPERTY DISPOSED OF THIS YEAR:

The following items of clothing, furniture, vehicles or other personal effects of the protected person
were sold or otherwise disposed of during this accounting period. (If NONE, write "Mone™)

none

3. PROTECTED PERSON ADDRESS:

The conservator represents that the present address of the protected person is:

Address: ‘123 Any Street |

Address 2: | |
City: |Any Town |
State: (2 letter format)

Zip: 55102 |

5. When finished with the changes, the report may be saved and worked on at a later date or submitted to
the court. To submit the report, refer to the Submitting the Report to the Court section in this manual.
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Deleting a Report

1. After selecting the case file for which you wish to delete a report. Under Reports List, reports or files
that are in an Open or Pending status may be deleted. Submitted reports may not be deleted.

2. From the Select an Action drop-down, select Delete.

Important:

Once a saved report is deleted, it may not be recovered. All information previously
entered will be lost.

REPORTS LIST

Type: Well Being Report Select an Action ,V;

Status: Open

Description:
Submitted By: John Trainer II Submitted Date: NJA
Type: Annual Account Download

Status: Submitted
Description: 2nd

Submitted By: John Trainer II Submitted Date: 5/12/2010
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Submitting Supporting Documentation (PDF Files)

Supporting documentation (e.g., vouchers, verification of funds on deposit, etc.) can be attached to a report
and submitted to the Court. All supporting documentation must first be converted to a PDF file.

From the Conservator Home page, under the Protected Persons heading, select the case file for which you wish

to attach supporting information.

Home »

CONSERVATOR HOME

Logged in as John Trainer II.

m Protected Persons

file Inventory, Annual, and Well Being Reports.

Eelow is a list of all protected persons you have been
granted access to. Click on the name of the protected
person you wish to manage to access functionality to

Listed by Last Name, FirstName [Case Number]

‘ - Smith I1, John [62-PR-10-UserManual]

m My Profile

Manage your contact information here. Your
profile is used to auto-complete forms, so
make sure to keep it up to date.

=» Edit My Profile

% Exit Application

When you are done using this application,
vou can logout by clicking on the link below.

- Logout of application

The reports page for the selected protected person appears. To attach and submit supporting documentation,
from the Start a New Report drop-down select Upload a File and click Go.

Properties

Home » 62-PR-10-UserManual, [Smith II, John]

PROTECTED PERSON

This page displays the personal information and a list of reports for this person.

CONTACT INFORMATION

First Name: |.J|:|hn

Address: | 123 Any Street

Last Name: |Smith I

Phone Number: |651-555-5555

City: |An'_-,f Town

Case Number: |

|
| Address 2: |
|
|

State: |MN

Save

START A NEW REPORT

Upload z File ~

Select a Report
Annual Report
Well-Being Report

Zip: 55102

Annual Matice of Rights
W pload a File

Select an Action +
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The Upload a File dialog appears. Click Browse and search for the PDF file you wish to attach as
supplemental documentation. After selecting the file, select the report to which the supplemental

document relates. After selecting the related report, In the Description field, enter a brief description of
what you are submitting.

A http://156.99.86.19 - Upload File - Microsoft In... = |7 X

Upload a File
File: |

|[ Browse... |

Select a Report | Select a Report v

Description:

Account - Tst
Irventory - 62-PR-06-SAMPLE

&] Done & Internet

2. Click Upload to prepare the file for submission.

3. A warning message appears regarding the time it will take to upload the file depending on the file size.
Click OK.

Note:

After uploading the file for submission, the Protected Person screen appears and the
uploaded file has a status of Pending.

Important:

It is strongly suggested that users first view the file before submitting it to ensure it is
the correct file.
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4. To view the file, from the Select an Action drop-down, select Download.

REPORTS LIST

Type: File
Status: Pending
Description: Account No. 24B.csv, Attachment to Account: 2nd

Submitted By: John Trainer IT

Select an Action %
Select an Action

Submit
Delete

Type: Annual Account
Status: Submitted
Description: 2nd

Submitted By: John Trainer II

Submitted Date: 5/12/2010

Download

5. The file opens in a preview window for you to verify it is the correct file. You may then close the

preview window.

6. After verifying the correct file has been uploaded, to submit the file, click Submit from the Select an

Action drop-down.

REPORTS LIST

Type: File
< Status: Pending
Description: Account No. 24B.csv, Attachment to Account: 2nd

Submitted By: John Trainer IT

Select an Action

Select an Action
Ciownload
Submit

JDelete |

Type: Annual Account

Status: Submitted
Descripbion: 2nd

Submitted By: John Trainer II

Submitted Date: 5/12/2010

Download

Note:

Use extreme caution in selecting the correct file to upload and submit. Once a file is
submitted, it cannot be undone.

Files must be submitted in a PDF format.
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Submitting the Report to the Court

When ready to submit the report to the Court, complete Step 4 — Submit:

Home » 62-PR-10-UserManual, [John Smith II] » Reports

2 ANNUAL ACCOUNT FORM

Mote, once you have submitted the report, vou can not make changes. Please check yvour
work prior to submitting. Once you have submitted the report, you will be able to
download a printable PDF file of it.

Step 1 - Personal [ Step 2 - Financial l Step 3 - Preview l Step 4 - Submit l

Submission Instructions

Type your name here.
Fill in the following form to submit this report.

=

I , the court appointed
conservator, under penalties for perjury for deliberate falsification, declare or affirm
that I have read this account, that this account is the true and full account of my
administration of the estate and of all property belonging to the protected person
which has come into my hands or to my knowledge, and that I do not know of any
errar in the account; that I have read the petition and that it is true; that a copy of
the account, and notice to the protected person of the right to petition for restoration
to capacity, discharge of conservator, or modification of the orders of conservatorship
has been given to the protected person by:

{check one) @& MAIL or O IN PERSON

Enter your attorney's contact information (optional):

First Name: | |

Last Name: | |

Enter attorney
information here.

License Number: | |

Address: | |

Address 2: | |

City: | |

State: I:l

Zip: | |

Phone: | |

Click the button below to finalize and submit this report:

Finalize and Submit ]

Important: the report submission process may take a while, please click only the
button only once.
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2. Sign the report by typing your name in the box located in the affirmation statement. If there is more
than one conservator, all conservator names must be typed in the box. By typing your name(s) and
submitting the report to the Court, you are declaring under penalty of perjury that, to the best of your
knowledge, the report is true and correct, and that you have given the protected person the required
annual notice of right to petition for restoration to capacity.

Note:

If there is more than one conservator, type all names of conservators in this text box.

3. Select whether you mailed or personally gave the protected person the required notice of the right to
petition for restoration to capacity.

B

If you have an attorney, enter the attorney information. If you do not have an attorney, leave the
attorney fields blank.

5. Once the report is ready to save and submit to the court, click Finalize and Submit.

6. A confirmation message appears. Click OK to continue.

=

Windows Internet Explorer

$ Are you sure you want bo proceed? This action cannot be undone.

ok ] [ Cancel

7. A final message appears, confirming that you swear or affirm that the report is complete, true, and
accurate. Click OK to continue.

r

Windows Internet Explorer

\I:.:) I (we) swear or affirm that this report is complete, true, and accurate

I Ok ] [ Cancel

Important:

Once the report is submitted, it cannot be edited or deleted.
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Logging Out

To log out of the application, from the Conservator Homepage, click either Sign Out in the left-hand navigation
pane or click Logout of the application under the Exit Application heading.

S| MINNESOTA

JUDICIAL BRANCH

Home »

@ == CONSERVATOR HOME
Logged in as

m Protected Persons @ My Profile

Below is a list of all protected persons vou have been granted access to, Click Manage your contact information here, Your profile is used to
on the name of the protected person you wish to manage to access auto-complete forms, so make sure to keep it up to date.
functionality to file Inventory, Annual, and Well Being Reports. " N
= Edit My Profile
Listed by Last Name, FirstName [Case Number]
= Doe, lane [62-PR-06-DEMO . . .
Exit Application
- Doe, John [62-PR-06-SAMPLE]
_4_[;1 ------------------------------- i -------' -----------------------------
- Smith, John [62-PR-O7 -« When you are done using this application, you can logout by

= Logout of application
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Appendix A
Frequently Asked Questions
Q: How do I amend my Inventory?
A: Changes may not be made to an inventory once it is submitted. In the event you need to add

additional items, remove items, or have a mistake on the inventory, make the adjustment on the
Annual Account. You may wait until the first Annual Account Report to make the adjustment, or you
may submit an interim account to reflect the adjustment.

Q: How do I amend an Annual Account?

Changes may not be made to an account once it is submitted. You may submit an amendment to the
accounting to reflect the specific adjustments that are needed. The program will carry forward the
ending balance of the previously submitted account. Therefore, you should show only the adjustments
on the amendment.

Q: How do I sign my report?

A: Accessing and submitting an account through the use of a combination of your user name and password
is considered your signature on the report. By submitting a report or other document using this
method, you are declaring, under penalties of perjury, that all statements are true and accurate to the
best of your knowledge.

Q: My expense and/or income items do not import properly. What is wrong?
A: Check for the following items:

1. Is the file you are trying to import a “csv” file?

2. Do you have more than one header line?

3. Do the header names in your csv file exactly match the header names in the accounting
program?

4. Do your income and expense account names exactly match the account names in the
accounting program?

Q: Can my supporting documentation be submitted in a paper format?

A: The preferred method for submitting supporting documentation is in an electronic format. Most
scanning software has a PDF converter. Commercial PDF converters are readily available for purchase
at most computer stores or via the Internet at a nominal cost. If you must submit supporting
documentation in a paper format, include a cover letter with the submission so that the clerk’s office
can match the submission with the correct court file and document.
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Appendix B

Court Contact Information

Probate Court Information:

Contact the court where your case was filed.

Guardianship/Conservatorship Filings:

Contact the court where your case was filed.
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